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ABJIECT: Neassiennent of Personnel

1. Current persomnel ceiling reallocations and certain realignrents
of funetions have resulted in problems of effective personnel utilimation,
Some Dffices have more members than are needed or authorized at the sawe
time that the ssaffing reguirements of other Offices call for the procurerent
of indiiiduala naving skills wiaich correspond to those who are in & surplus
category in ath&r narts of the Agency.

2. Thas coatinuing alsm of personnal selection and placement in UTA 'is
the assigmment »>f each individusl on a job that matches his cupecity. Success
in this ebjective depends on more than a conscientious attenmpt at initielly
recruiting the rigzht person for a specific vacancy. Ho matter how well new
recruite from outside ars screened, irvestigated, tested, and selected,
these techniques fall shord of schieving perfection. Necusionally, the
new member's first assignment i3 dictated by the priority of work assign-
ments so that sdecuate consideration is not given to his background and
sktills in declding whers he iz to be slotted, Tn additidén, security re-
strictions preclude giving of sufficlent job specifics to enable appiicanis
to gusge their own suitability and adapisbility. The naed to remsich indi-
viduals and jobs erises, too, from changes which take place in position
reguirementa ss & rasult of shifts in functions and organizations, as well
28 the fact thst the abilities, skills, or interests of people change or
develop. To feil to make provision for such adjustment in the assignzents
of personnel wruld be to lgnore the changing characteristics of both oroen-

izations and persons. Accordingly, it is the purpose of this memorandum %o
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outline the steps which should be tgkon when Agency officials are confronted

with these problems.

3. It is the responsidbility of each Deputy Divector, Assistant Director,
or cther (ffice head, insofar as possible, to satisfy himsels that personnel
under his jurisdiction are assigned to nositions where they are most needed
and for whieh they are ~est sulted by aptitude and experience. Alsc, as

25X1A stated in CI2 Xotice| i promet action must be taken to release those
individuels whe are undesirable or whose performsnce is unsatiafuctory when
there is no ruasonabls prospect to bring sbout adequate improvement throuzh
less drastic administrative or suparvisory sction'. Supervisory officials
at avery level are expected to give such guldance, counsel, and training
28 will produce the atta{hment of acceptable levels of performance by all
merbers of the work force. The supervisor i{s not reculred or expected, how-
ever, %o labor indefinitely with individuals who are not qualified, or cannot
be qualified through training or other mesns. & placement which is or becomes
ineffective for one or more of the reasons mentioned in the foregolny paregraph
can somstimes be corrected through reassigmment to @ positien for which the
menmber has evidenced or demonstrated some qualifications or sptitude, “herever
possidle, such reassismments should be accom:lighed within the 0ffice component
whersin the individual is assigned. Uhen this ca'mot be done, the Personnel
Office should be advised in accordance with the following paragraoh,

h. The Personnel Offics will be informed with reapect to any member
for whom intra-0ffice reassignment cannot be effected, and whose "ailune to
glve satisfactory performance results from causes other than a kind of incom-
petence which may reasonably be expscted to be repeated on any future
asslgnment., /At the ssme time, the Personnal ffice will be supnlied a full
evaluation of the knowledge, skills, and capabilities of the individual,
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lacluding an objoctive and complete exnlyals of shorteonings end satrengths.
The evalustion will de prép&red by the immadimte supsrvisor or other apnro-
rriste officisl, Based on their observitions of the individuel's 1&£unt
capabilities, supervisors ssy wish o sugiest training progrsms vhich might
reasonaldly ensble the individual to quslify for other specifie lines of work.
Hepresentstives of the Personnel Office will comrunicets with these officinls
for zueh rdditionel information as say be necessary in order to develop »nlans
for Agency reassicnament. The need for eccursate sooralisels of ndst perforsance
aud poteamtial earnot Ye overemphesised, Subsequently, the sxistonce of overw
senorous itrtexents could wall create a considersble obstaple to enforeing o
declision thit the individual shonld be sepsrated invaluntarily; Hors important,
however, is the liklihood that e fair, honeat, evalustion will rssult in a
successiul and bensficial remssignment, All parts of the Areney will orofit
fros & rutusl understending and atrict andherence tc this principle,

5¢ Versomnel made availavle for remssiymment in accerdsnee with B P
asgraph & abéve, will be reported to Personnel Office which will cpter their
nenes or & Replscesment Hoster, At the snme time, the relessing Office will
meke arrsugements for the physicel location and temporary sasignment during
the peried pendinz resssignwent or other sction, 4s vacancies dovelop in
dgency Ufiices, tae Personnel Office is responsidble for referring persons,
includisg those iz the Heplecement Rostsr, who sre regnrded ne pdequately
ualified for consideration of the Offices concerncd. Such referrsls will
be made either where szxternal reeruitment ism regquestad or when another Apemcy
member may be proposed for the purpose of filling the vacent poeition, The
Personnel Offiecs will provide all aveilable informetion regording the indie
vidusl's backsround, uxperience, wesknesses sud abilities, ZRemscliznments
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sffected 28 & remzlt of referral from the Replacement Raster will be sudject
to the condition that the reaui@ae will serve & six aanth trial peried

in the new position., If, upon the terminmtion of this period, the Office

to which he hes boen reassigned is mot satisfied with hiz performance,
sction may be initiated to separate the person. The Personnel Office will
be responsible for providing continuing guidance to sepervisora with the
aim of providing such staff assistance as will help to vring reassigned
mewbers to satisfactory levels of performance. Placement Officers will con-
duct follow-up interviews ai perledic intervals vith both the individual
and supervisor. Such interviews should bring to 1light specific problems
sncountered by tbe trisl member, end provide an oppertunity for developing
reszedisl programs,

6., CIA !ﬂticc-dancribes the procedures to de followad to separats
individuals whose performance is 80 unsatisfaciory that reassigament or other
sduninistrative REASUTSS gre not justified., Where security considerations
dictate such s course, however, separatiens will be effected pursuant to
the authority vested in the Director of Central Intelligsnce under Section
102 {¢), National Security Act of 1947, and in accordance with CRA
Hc@:&ll&tion-

7. 1t must be clearly understood thri individusls undergoing &
reassigoment through the Replacement Roster device will not be made the
responsibility of the Persomnel Office during the period required to locate
s suitsble pesition or to effect other action. They must remein under the
juripféictiea and comtrol of the relessing Office until finsl disposition 1s

made 1in their ceses,
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